Controller’s Office - Desk Procedure :':'\”IIQI
Contract Accounting BERKELEY LAB
Invoice Reprint

Purpose

The purpose of this document is to outline the procedure for reprinting accounts receivable invoices.

Policy Reference

N/A

Procedure Participants

Department Role
Divisions Resource Analysts (RA)
Office of Sponsored Projects and Industry Contract Officers (CO)

Partnerships (OSPIP)

Budget Office Budget Analysts (BA)

Contract Accounting (CA) CA Team

System/Application(s) Used
e FMS Billings and Accounts Receivable (BAR) to reprint invoices.

e PeopleSoft navigation: Main Menu > Billing > LBNL Generate Invoice > Print XMLP Invoices

Inputs

® Invoice or award number (multiple invoices can be reprinted for an award).

Outputs

® |nvoice in PDF form.




Communications/Notifications

Receiver of Communication Content of Communication Timing of Communication
ARHelp@Ibl.gov Request a copy of advance As needed.
invoice.

Note: Advance invoices currently do not have reprint function. Email ARHelp@Ibl.gov for copy request.

Procedure

Quick Reference (optional)

1. Navigation: Main Menu > Billing > LBNL Generate Invoice > Print XMLP Invoices
2. Select Invoice or Contract (then can select multiple invoices)
3. Collect invoice(s) from Report Manager

Procedure Steps

1. Navigation: Main Menu > Billing > LBNL Generate Invoice > Print XMLP Invoices

Favorites | Main Menu > Biling » LBML Generate Invoices > Print XMLP Invoices

Print XMLP Invoices

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
* Search Criteria

Search by: Run Control ID begins with|Reprint_Invoice

[ case Sensitive

Search | Advanced Search

Select an existing run control or create a new one (first time only) if one was never created before (Run
Controls are user specific).
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2. Select Invoice or Contract (then select multiple invoices):
a) Select Invoice Format
i.  Miscellaneous Invoices for misc. and scheduled invoices
ii.  WFO-DOEPAC for Integrated Contractors and DOE Offices invoices
iii. 1080&1081 Invoices for Federal awards
iv. WFO for all others (Non-Federal awards including ILA)
b) Check the Reprint Selected Invoices box
c) Select Invoice or Contract in the Range Selection box
d) Enter invoice or contract number depending on selection above
e) Click the Select Invoices button

Favorites =~ Main Menu > Biling > LBNL Generate Invoices > Print XMLP Invoices
Print XMLP Invoice
Run Control ID: REPRINT_INVOICE Report Manager  Process Monitor fun
Invoice Printing Option Invoice Format Type
' ad
b Invoice Format WFO
Reprint Selected Invoices: Range Invoice V006788 .L
Selection Select Invoices
oy
@ Invoice
© Contract €
¢ d
& sae | &£ Return to Search ‘ Notify | [E¥ Add

3. Collect Invoice(s) from Report Manager:
a) Check the selected invoice
b) Click RUN

Invoice Reprint



Favorites
-

Print XMLP Invoice

Main Menu > Biling > LBNL Generate Invoices > Print XMLP Invoices

Run Control ID: REPRINT_INVOICE

Report Manager Process WMonitor

Invoice Printing Option

Invoice Format Type

Invoice Format WFO e

Range
Selection

Reprint Selected Invoices:

Conts

2776172 WF007555

Select rrocess
nstance
Iy

Invoice [WO0G758
Select Invoices

First 4] 10f1 | Last

Date Time Added

01/18/13 1:31PM

B sawe | EL Retum to Search | [=] Notify |

[E Add | 3] Update/Display

c) Select the process to run when Process Scheduler Request pops up

d) Click OK

Process Scheduler Request

User ID: GAMILLER

Favorites = Main Menu > Biling > LBNL Generate Invoices > Print XMLP Invoices

Run Control ID: REPRINT_INVQICE

Server Name:

- Run Date:|02/13/2013 B

C Recurrence:|

Reset to Current Date/Time

-] Run Time:|4:15:02PM

Time Zone: Q

] XML Invoice Build and Print

OK

| Cancel |

pcess Name DCESS pe pe D 5 ) b

ZARABIXTRCT Application Engine Web > TXT -
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e) Click the Report Manager link

Favortes = Main Menu > Biing > LBNL Gen ate Inygces > Print XMLP Invoices

Print XMLP Invoice €

Run Control ID: REPRINT_INVOICE Report Manager  Process Mornitor L

Process Instance 2777412

Invoice Printing Option Invoice Format Type
Invoice Format WFO hd
Reprint Selected Invoices: Range (Farery \W006788

Selection

Select Invoices

alize | Find | View All | €3] 8l st B 1or1 B Last

Select [Erocess Contract Invoice o Added
Instance (e

2776172 WF007555 W006788 01/18/13 1:31PM

B sawe | &\ Return to Search | [Z] Notify |

B Add |

f) Go to the Administration tab
g) Make sure the Type is blank
h) Once the process is completed and posted click the pdf link

Favorites | i i » Print XMLP Invoices
- - - -

Type: + Last - 1 Days

Status: -  Folder: General v lpstanca: |

First K 1-20f2 ] Last

Format Status Details

02/13/2013  Acrobat
5:00:54PM (* pdf)

02/13/2013  Text Files
2110181 2777412 XML Invoice Build and Print 450 45PN (* bxt) Posted

Posted  Details

Details

v (]
Select All Deselect All
3 o
&ICNCK the delete button to delete the selected report(s)
Go back to Print XMLP Invoices

E Save

List | Explorer | Administration | Archives

Refresh
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i) The invoice will open in a new window or tab.
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Supplemental References (optional)

N/A

mwrany  rwees - s
THE REGENTS OF THE UMIVERSITY OF CALIFORNIA INVOICE
LAWRENCE BERKELEY NATIONAL LABORATORY
Ore Cyclotron Road, Berkeley, CA 54720
www ibl_gov Federal 1D 34-2551741
Billing mounes: please smal ARHEpDIbLpow and noude LENL 1 WG
Award i gulject line. Phone (S10) 4587113 Fae (510) 4952678 :m, “{f DE: 12;31].;;??
LBNL Award WFD)TESE
LBNL Project GIWO8
TSguu:rCada gﬁﬁ? E
MRS UNIVERSITY (CAMADA) H
Mg, Ginette Bellesu Enonacy RslP0
480 de la Couronme
Qusbes OC GIK 343 Please reference our
Canada Irvpice Mo, on your
Tide: LENL-NRS Collaboration an SO Storage in Brine Aquiters
Total Awaed Funding: 350,000 00
[ Description Cumulative Amoun § Current Amount §
MATERIALS & SERVICES 13862 Q.00
PAYROLL EXPENSES 1331284 3eaa
BURDENS 228732 58200
OVERHEAD 972504 233745
Total Advanced 2457500 | TOTAL COST T B,142.80
Drarar Dy Ty Dt 43862 | ADVANCE DRAWDOWN ¥ . <435 82
Advance Balance M S3E38
PAY THIS AMOUNT 5,704.18
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